
Managed Print Services Device Request Questionnaire

Department Name: Low Org:

Physical Address:

Location (Room or Cubicle)

Requestor

Approved By

Reason for Request

What system capabilities are 
needed?

Color Speed Range (Pages per minute)

Paper Tray Requirements

Number of 8 1/2" X 11" Trays Number of 8 1/2" X 14" Trays

Number of 11" X 17" Large Capacity Tray

Others Envelopes Labels Expected 
monthly print 
volume

How many people will be using 
the machine?

Is this a replacement 
device?

If Yes, Specify Make If Yes, 
Specify  
Model

If Yes, Specify Serial number If Yes, 
Specify PR# 
on the 
device

Is Data connectivity in-place? Electrical outlet 
available?

Is Phone line in-place for fax? Review physical space 
available for printer?

Current Milwaukee County 
Standard Requirements -  

Copy, Scan, Fax, Print, Duplex (2-sided Output), Office finisher (50-sheet) 
and Cabinet

Additional Requirements - Device must be able to be serviced by an authorized Ricoh or Xerox Service 
Provider and no service and supply are to be quoted.

(IMSD) What segment device 
is it?
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